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WIOA Adult and Dislocated Worker Program
On-the-Job Training (OJT) Activity Flowchart

Conduct the Pre-award Assessment

*Meet with the employer in person
+Review the checklist with the employer
«Determine the employers needs and available positions

Develop the Contract

«Complete the OJT contract with the employer
«Review terms and conditions with the employer
+Have the employer sign the contract

Candidate Selection

«If they are a reverse referral candidate from the employer, eligiblity
determination must be done prior

«Work with career coaches to identify the appropriate client

Complete Required Paperwork t

«Conduct and complete the skills gap analysis SGA with the client

«Conduct and complete the training plan from the SGA and review the
training plan with the employer

«Inform the client of the start date of the OJT

«Make biweekly contact with both the employer and client about progress
and document in the OSOS system

«Conduct onsite visits
«Manage invoicing from employer

«Conduct final evaluation for client
«Contact and verify employment

workforceConnections is an equal employment opportunity employer/program. Auxiliary aids and services are
available upon request to individuals with disabilities.
Relay 711 or (800) 326-6868.



